
Billing Information for Local Let Projects 
 
The Local Agency Programs Unit will initiate the billing process within MDOT at the 
same time the local agency is sent a “Notification to Proceed – Contracted Work” (refer 
to Attachment 1).  This notification will contain both the identification numbers 
assigned to the project and the approved amount of funding that is currently available. 
 
MDOT will record in the computer system only those costs which are eligible for 
reimbursement.   
 
The local agency will be required to fill out MDOT form number 802P, “Local Agency 
Request for Reimbursement” and submit to the Local Agency Programs Unit.  The 802P 
form can be found at the following web address: 
http://www.mdot.state.mi.us/webforms/public/0802P.pdf .   
 
The Local Agency Project Engineer must verify that the contractor is paid only for the 
work completed, and that the cost of non-participating work is identified.  For progress 
billings, the method of determining the amount of contractor payment is at the discretion 
of the Local Agency Engineer.  For final billing, the basis must be “as measured” 
quantities. 
 
“Local Agency Request for Reimbursement” MDOT Form 802P 
 
The Local Agency Project Engineer can prepare a “Local Agency Request for 
Reimbursement” at any time after the contractor has been paid for the work completed.  
The minimum reimbursement is $1,000 and can be submitted no less than one month 
from the previous reimbursement request, unless final billing.   
 
The “Local Agency Request for Reimbursement” should be filled out with all of the 
appropriate information.  The request numbers must be consecutively numbered.   
 
For locally let enhancement projects, the amount requested for reimbursement must be 
listed in the line titled “Local Contracted Work”.   
 
Unless specifically stated in the enhancement grant award summary all costs associated 
with preliminary engineering; real estate; construction engineering; and force account 
work are not reimbursable.   
 
Supporting documentation (i.e. payment records, copies of checks, itemized break down 
of items) must be submitted with the “Local Agency Request for Reimbursement”.  All 
contractor payments, including those not eligible for reimbursement, (non-participating 
or costs in excess of the funds allocated to the project), must also be accounted for by the 
local agency and reported to MDOT and summarized in the supporting documentation.  
The local agency shall not submit for reimbursement of non-participating items.  
  
If force account is part of the project, then the “Force Account” section of the form must 
be filled out on the same request with the contracted work.  If requesting for 
reimbursement at a time different than when requesting for “Local Contracted Work” 
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then the request number must be consecutive with that of the previously submitted 
requests.  Supporting documentation must be submitted for force account work (i.e. 
certified payrolls, receipts for material, invoices for equipment rental).   
 
When filling out the request for reimbursement, the local agency must enter the amount 
authorized to spend.  This amount is the total of the Approved Participating Project Costs 
from the “Local Agency Certified Project Notification to Proceed – Award” letter.  Do 
not apply the federal/local participation ratio to any requested amount.  This will be 
applied during the processing and the local agency will only be reimbursed per the 
federal/local ratio as defined in the enhancement grant award summary up to the capped 
dollar limit.   
 
If “Force Account” work is authorized as part of the enhancement project, the amount 
authorized (Approved Participating – Force Account) must not be exceeded.   
 
Refer to Attachment 3 for an example of a completed “Local Agency Request for 
Reimbursement” form. 
 
Send requests for reimbursements to Rose Grinage, (517) 373-2756,  Local Agency 
Programs, Van Wagoner Building, 425 West Ottawa Street, P.O. Box 30050, Lansing, 
Michigan, 48909. 
 
Changes to the Approved Participating Project Costs from the “Local Agency Certified 
Project Notification to Proceed – Award” are to be documented on Recommendation and 
Authorization Form 1100.  The 1100 form can be found at the following web address: 
http://www.mdot.state.mi.us/webforms/public/1100.pdf .  If additional sheets are needed, 
use form 1100B at http://www.mdot.state.mi.us/webforms/public/1100B.pdf  
 
Final project closeout 
 
Upon completion of the project, contact the MDOT TSC Resident Engineer to do a final 
inspection of the work.   
 
Upon completion of unresolved items from the final inspection, send the final project 
package to the MDOT TSC resident engineer for signature.  Items in the package are: 

� The original 802P, with “FINAL?” marked as Yes” 
� The original MDOT “Final Inspection/Acceptance and Certification Report” 

(MDOT form 1120 (Attachment 2))  
� The original MDOT Recommendation and Authorization Form 1100 (1100B) 

showing changes, extras, adjustments and/or extensions of time to the work that 
the support the change in the Approved Participating Project Costs from the 
“Local Agency Certified Project Notification to Proceed – Award” 

 
Local Agency Programs Unit will not process the final reimbursement request until the 
MDOT TSC Resident Engineer signs and submits the documents in the final project 
package to Local Agency Programs.  
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Instruction for completing the 802P form 

 
 
Instructions 
 

1. Indicate the MDOT/Local Agency agreement number for the project.  Also 
indicate any third part agreement number for this project, if applicable. 

2. The billing request number.  Mark if final bill. 
3. Insert project numbers.  Refer to the Notification to Proceed – Contracted Work 

form.    
4. Indicate the total amount authorized for the work that corresponds to the item of 

work/job number.  Insert the “Approved Participating – Contracted Costs” as 
detailed in the “Notification to Proceed” form.   

5. Total of previously submitted requests.  This is “0” on the first request. 
6. The amount from TOTAL CHARGES from this form. 
7. Subtracting the sum of boxes 5 and 6 from box 4 will indicate the remaining 

balance of funds available for future billings. 
 
Note: Even if the available balance is 0, request for reimbursements can still be submitted 
and may be used to offset any charges disallowed by future audit. 
 
The headings in the “Summary of Charges,” explain where charges are to be listed.  On 
each request, fill in either to “Preliminary Engineering” section, the “Real Estate” (Right 
of Way) section, or the Construction Engineering/Local Contracted Work/Force 
Account” section.  Do not mix sections.  The controlling factor is the job phase. (“C” 
phase for Preliminary Engineering; “B” phase for Right of Way; “A” phase for Local 
Contracted Work, Construction Engineering, and Construction Force Account) 
 
Sign the form on the agency representative line and send it to the Local Agency Programs 
Staff Engineer assigned to the project.  Local Agency Programs will review the form, 
sign it (if finds it acceptable), and forward to the Finance Division. 
 
The requests can be submitted monthly or span several months.  Do not overlap the 
period covered dates.  Three important points to remember: Make sure you submit all bill 
for the period covered, do not submit bills for less and $1,000(unless a final bill), and a 
copy of the final bill must be submitted along with the “Final Inspection/Acceptance and 
Certification Report” to the local MDOT TSC. 
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Attachment 1 
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Attachment 2 
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Attachment 3 
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